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AssocIATION OF AME~ICAN LAw ScuooLs 
May 16, 1978 
MEMORANDUM 
Suite 370, One Dupont Circle, N.\\'. 
Washington, D.C.. 20036 
202/296-885 l 
To: Committee on Libraries 
From: Wayne McCormack, Associate Director Wffl 
Subject: June Meeting 
University of Cali fornia, Berkeley 
The new Chairperson of your Committee, Dean John StrMg 
of the University of Nebraska, has scheduled a meeting of j(ou 
Committee in Rochester, New York on June 24. The meeting wfll 
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be at the Holiday Inn (room unknown as yet) and will begin ~t 
approximately 9:00 a.m. 
You should receive announcements and hotel information 
directly from the AALL. The librarians on the Committee may be 
reimbursed by t he AALS for the extra ni ght of lodging, if any, 
necessitated by the Committee meeting. Others on the Committee 
will be rei mbursed acco rd in g to usual AALS committee practices. 
Travel vouchers are enclosed for use in planning. 
Enclosures (2 Travel Vouchers) 
(fl 
.• 
Assoc1ATION oF AMERICAN LAw ScuooLs 
Name of Traveler 
Mailing Address 
For travel from 
Purpose of trip 
Suite 370, One Dupont Circle, N.W. 
Washington, D.C. 20036 
202/296-8851 
TRAVEL REIMBURSEMENT VOUCHER 
Date -----
__________________ Zip Code ___ _ 
to and return D --------- ---------
EXPENSES 
Reimbursement is in accordance with AALS Travel Reimbursement Policies; see 
other side. If you request reimbursement for expenses whose eligibility is 
not readily apparent, please describe circumstances making them eligible. 
For use of the auditor, please attach originals of bills, receipts, ticket 
stubs, etc. 
Transportation (indicate air, rail, etc.; 
if by auto give number of miles.) 
Bus, etc., fares to and from terminals 
Lodging (state separately from meals) 
Meals 
Other {specify) 
For AALS use only 
Charge: 
Approved: 
Date: 
$ ___ _ 
TOTAL: $ -----
Paid/advanced by AALS $ ___ _ 
Cl to traveler $ -----NET DUE: 
D to AALS $ -----
Signature of Traveler 
TRAVEL POLICIES 
The following policies ha.ve been adopted by the Executive Committee for 
travel for and at the expense of the Association. Anyone who has been re-
quested to travel in the interest of the Association is entitled to reimburse-
ment in accordance with the policies stated here. It is expected, however, 
tha.t the Association will not be asked to pay expenses in connection with any 
trip for which the traveler can claim reimbursement from another source whose 
funds are intended or authorized for the same purpose. Prompt su'brnission of 
vouchers may avoid embarrassment due to lapsing of funds earmarked for parti-
cular purposes. 
1. Reimbursement is made for the actual reasonable expenses of the 
traveler and not on a per diem or estimated basis, except when specially auth-
orized. If a person's medical or other physical condition causes the traveler 
to incur additional transportation, housing or other expenses, these may also 
be reimbursed. Where your spouse also occupies the room, please ask the hotel 
to indicate on your bill the single rate plus the appropriate tax; the Associ-
ation will reimburse you at that rate. Originals of supporting documents, such 
as airline ticket stubs, hotel and other bills, must be attached for use of the 
auditor. If a copy is submitted, please explain what was done with the original. 
2. Subject to exceptions for good cause stated, the least expensive and 
most direct means of transportation should be used, and -
a) If there is a choice of satisfactory service or class, 
reimbursement will be made for the less expensive 
service, e.g., tourist instead of first class on air-
lines; buses or limousines instead of taxis or rental 
cars to and from airports. 
b) If the traveler, for personal reasons, chooses a longer 
route, stopover, or more expensive service, the reimburse-
ment claim should be based on the cost that would have 
been incurred on the most direct route and less expensive 
service for the traveler alone. 
c) Reimbursement for travel by privately owned automobile 
is made at the rate of 15 cents per mile. If transpor-
tation by scheduled air carrier is available and reaso~-
able under the circumstances, reimbursement for travel by 
private car may not exceed the cost of tourist air fare. 
3. Many hotels have special rates for faculty members; inquiry should be 
made when registering. 
4. Reimbursement will be made for the premium cost of life insurance for 
a trip in a face amount of not over $100,000. 
5. Reimbursement is made for the cost of all meals purchased while away 
from the traveler's city of residence and for intracity transportation incident 
to the purpose of the trip. The costs of telephone calls, tips, supplies, etc., 
needed to accomplish the purpose of the trip, are all normally reimbursable. 
Cost of valet services and personal telephone calls are not reimbursable. How-
ever, the cost of telephone calls to one's law school in connection with respon-
sibilities to the school may be reimbursed. If you claim reimbursement for a 
local or long distance call charged on your hotel bill, please annotate the bill. 
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